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DCBS Client Fact Sheet 
· You are responsible for providing all required documents needed to determine your family’s eligibility for child care assistance.

· You must notify your child care service agent of the name and location of the person or child care center where care will be provided for your children.  Payment for child care cannot be made without this information.

· If you choose a child care provider who is not licensed or certified by the State, that provider must complete an application, be approved and registered in order to receive CCAP payments.  Tell your child care service agent if the provider you wish to use needs to be registered.
· If you choose to use a provider who comes to your home to care for your children, you are responsible for all applicable employee benefits.
· A Child Care Service Agreement and Certificate will be sent to your child care provider. This form will list the name of your provider, children approved for payment, rates, co-payments amounts if you must pay them, schedule, and terms of the agreement.  This agreement must be signed and returned before payment will be made.
· You must provide a copy of your child’s immunization record to your child care service agent, if you choose to use a registered child care provider.

· You must make sure the children receiving assistance attend according to provider policies and the Child Care Service Agreement and Certificate.
· When a child is absent from child care:
· No payment will be issued for days absent to a registered child care provider.

· No payment will be issued for days absent in excess of five (5) days per month to a certified Family Child Care Home.

· No payment will be issued for days absent in excess of five (5) days per month to a licensed child care center unless the absence is due to illness, death, a court ordered custody arrangement, or disaster.  It is your responsibility to provide proof to the child care center if any of these reasons apply.

· Families will be allowed no more than three (3) provider changes in a twelve (12) month period.  

· Children turning thirteen (13) are not eligible for child care assistance unless continued need is verified by court documents, a health professional’s statement, or a child protective services referral.

· You may be required to pay a portion of the child care provider’s daily charges.  Failure to pay this co-payment may result in loss of child care assistance.

· You must report all changes in your family’s circumstances that affect your eligibility for child care assistance and the amount of your co-payment. If you are not sure what needs to be reported call your child care service agent. If you receive benefits you are not eligible to receive, you must pay them back.  If you deliberately withhold or provide false information in order to receive child care assistance, you are subject to prosecution for fraud.
· You will receive a copy of this fact sheet in the mail to sign and return to the child care service agent.  Failure to return a signed fact sheet may result in discontinuance of child care benefits.
· You have the right to request a service appeal if you are dissatisfied with any agency action.  I further understand that I must submit a service appeal to the Office of the Ombudsman, Quality Assurance Section, 275 E. Main Street, 1E-B, Frankfort, Kentucky 40621 within thirty (30) days of the agency action.
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